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ltem )
No. Description Retention
~1+-| - CORRESPONDENCE™" - RETASN FOR TWO (2) YEARS,
BN S SRS » THEN DESTROY.
B Files contain general information, letters, duplicate
o copies of memoranda distributed and received.
277 | ANNUAL REPORTS - . - RETAIN FOR TWO (2) YEARS,
o , _ . THEN DESTROY. '
Flie lIncludes Copies of the Commission's Annual ’ -
Report which summarizes year-end activities and
pamphlets. identifying the structure of the .Human -
Relatlons Office.
3 MINUTES & SPECIAL REPORTS Retain nprmanmﬁ'vm i

File inclﬁdes honthly-minuteS'of Commission meetings

and reports written on special projects.

COMPLAI NVT CASES

File contains cases of discrimination filed by -
county residents and are confidential.

e

RETAIN 86R THREE (3)
YEARS, THEN DESTROY.
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